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Introduction

n	 What’s 
Covered in 
This Guide

This user guide discusses eDIRECT, the interface to the administrative 
functions of the DRC INSIGHT Online Learning System. 

The primary users of eDIRECT are District Assessment Coordinators 
(DACs) and School Assessment Coordinators (SACs). The primary 
audience for this guide is both eDIRECT end users and eDIRECT 
administrators.

This guide is divided into various sections:

•	 The Test Setup Menu section covers two options from the Test Setup 
menu: the Students option and the Test Sessions option. 

-	 The Students option describes how to add students to eDIRECT, 
and how to edit and manage student information, including 
accommodations, demographics, and testing codes. 

-	 The Test Sessions option covers how to create, edit, and manage 
test sessions, as well as how to print test tickets and rosters.

•	 The Materials Menu section describes the process of ordering Braille 
testing materials.

Note: Other eDIRECT information is available in the following user 
guides:

User Guide Description
eDIRECT  User Guide Wisconsin, 
Part 1 - Manage Users

Describes logging into eDIRECT for 
the first time, as well as adding and 
managing other eDIRECT users

eDIRECT User Guide Wisconsin, 
Part 3 - Reports*

Describes accessing and viewing 
student reports

*Available May 9, 2016

For online testing, eDIRECT users will have a role—District or School. 
Each user will be assigned a set of functions, called permissions, to allow 
the user to handle the testing responsibilities.

The table on the following pages lists the location in eDIRECT the 
permission applies to, the current eDIRECT permissions, a description of 
the function(s) the permission allows, and the roles that are recommended 
to be assigned the permission. 

 Important: DACs MAY NOT assign DAC permissions to any other 
user. There should be only one DAC user per district.

n	 The eDIRECT 
Permissions 
Matrix
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eDIRECT Permissions Matrix

eDIRECT Menu Left Permission link
Permission 
Name in 
eDIRECT

Allows user to..
District School

DAC1 DTC2 SAC3 STC4 TA5

General 
Information

Documents or Training 
Materials Documents - View View documents to which 

they have access X X X X X

Manage Users User Administration

Administrator Add/edit user accounts 
and profiles X

Administrator - Set 
Password

Specify a password for 
a user X

Materials Additional Materials

Materials 
- Additional - 
Primary Window

Access additional 
materials during the 
primary window

X

Materials - 
Additional - View/
Edit

Enter, view, and modify 
Additional Materials 
orders via the Client Entry 
screen

X

Reports

Manage Reports

Reports - Manage - 
Delete

Delete a set of published 
reports X X 

Reports - Manage - 
Publish

Publish reports so users 
with “Reports - View” 
permission can see them, 
or unpublish reports so 
users can no longer see 
them

X X 

View Reports Reports - View - 
Delete

Delete an individual 
published report X X

View Reports or Test 
Results

Reports - View 
District Files View district reports X

Reports - View 
School Files View school reports X X

View Reports - 
Download - District/
School

Download all reports for 
a district or school for an 
administration

X X

Status Reports Status Reports - 
District Reports

Access district-level 
Status Reports as noted in 
the Online Testing Reports 
Configuration document 
for the specific state 

X

Student Lookup Student Lookup Look up student data X X X

1District Assessment Coordinator
2District Technology Coordinator
3School Assessment Coordinator
4School Technology Coordinator 
5Test Administrator
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eDIRECT Permissions Matrix (cont.)

eDIRECT Menu Left Permission link
Permission 
Name in 
eDIRECT

Allows user to..
District School

DAC1 DTC2 SAC3 STC4 TA5

Test Setup

No left navigation for this 
permission.  This is a time‑ 
driven permission.

Test Setup - Primary 
Window

Access Test Setup during 
the primary window X X X

Test Setup>General 
Information 
>Downloads Tab or 
Test Setup>Technology 
Downloads

Online Testing - 
Secured Resources

View secured online 
testing downloads X X X X

Device Toolkit Test Setup -  Device 
Toolkit

Configure a computer or 
other approved device to 
use for testing

X X X X

Students

Students - Search/
View

Search/view student data 
and download search 
results

X X X

Students - Add/Edit
Add/edit students and 
student data for testing 
online

X X

Students - 
Download Students

Download a list of 
student information for all 
students in a school

X X

Students - Upload
Upload a list of students 
and student data for 
testing online

X X

1District Assessment Coordinator
2District Technology Coordinator
3School Assessment Coordinator
4School Technology Coordinator
5Test Administrator
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eDIRECT Permissions Matrix (cont.)

eDIRECT Menu Left Permission link
Permission 
Name in 
eDIRECT

Allows user to..
District School

DAC1 DTC2 SAC3 STC4 TA5

Test Setup

Test Sessions

Test Session - 
Search/View

Search/view test 
sessions and download 
search results

X X X

Test Session - 
Add/Edit

Add, edit, and delete 
test sessions X X

Test Session 
- Delete pre-
Created

Delete test sessions 
pre-created by the State 
team

X X

Test Session - 
Status Summary

View testing status 
summary information X X X

Test Session - 
Upload

Upload a list of test 
sessions to add or edit 
test sessions

X X

Test Tickets - 
View/Print

Print student test 
login tickets and 
view individual ticket 
statuses

X X X

Test Tickets - 
Unlock

Unlock a student test 
log-in ticket after a 
student’s test status 
is “Completed” or 
the student test log-in 
ticket is “Locked”

X

Test Tickets - 
Regenerate Test 
Ticket

Synchronize a student’s 
test with their current 
accommodations

X

Test Tickets - 
View Questions 
Attempted

See the hover text—x 
of y Questions 
Attempted—in the 
Status column

X X X

Student Status
Test Setup - 
View Student 
Status

View test status by 
student X X X

1District Assessment Coordinator
2District Technology Coordinator
3School Assessment Coordinator
4School Technology Coordinator
5Test Administrator



Page 9

Test Setup Menu



Page 10

Test Setup

The Students Option
From the Students option of the Test Setup menu, eDIRECT users can search for students, view the test 
sessions in which a student is currently enrolled, and view the status of the session. 

Select Students from the Test 
Setup menu to display the 
Manage Students page.

To search for one or more student 
records, use the various drop-down 
menus and fields to enter search 
criteria and click Find Students.

To filter the display based on whether students have been 
assigned to a test session, use the Session Assignment 
drop‑down menu. You can select one of the following values:

Value	 Description

Online	 Displays the students that have been assigned 
to a test session (the default value). 

None	 Displays the students that have not been 
assigned to a test session. 

Blank	 Leaving the field blank displays all students, 
both assigned and unassigned.
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Editing a Student’s Information
You can perform the following tasks from the Edit Student window:

•	 Modify a student’s detail information (see below). 

•	 Mark a student’s accommodations (see “Student Accommodations” on page 12 and “Editing a Student’s 
Accommodations” on page 13).

•	 Modify a student’s demographic information (see “Editing a Student’s Demographics” on page 14). 

•	 Mark a student’s testing codes (see “Editing a Student’s Testing Codes” on page 15).

•	 View the test sessions for which the student is enrolled (see “Viewing a Student’s Test Session 
Information” on page 16).

•	 View the student’s test session status information (see “Viewing and Exporting Test Session Status 
Details” on page 30).

To view or edit a student’s detail information, do the following:

1.	 Click the Student link from the Test Setup menu and select your search criteria.

2.	 Click Find Students.

3.	 Click the View/Edit icon ( ) in the Action column for the student whose information you 
want to edit.

4.	 In the Edit Student window, edit the information in the Student Detail tab. 

	 Note: The information in the District and School fields cannot be edited.

5.	 Click Save to save your changes or Cancel to cancel your changes.
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	 Student 
Accommodations

For students who are approved to use accommodations during online 
testing, please indicate which accommodations they will use, by content 
area. 

To reference the accommodations that are available, do one of the 
following:

•	 See the Accessibility Guide Wisconsin Forward Exam located at 
https://dpi.wi.gov/assessment/forward/accommodations.

•	 Log in to the Wisconsin eDIRECT site at https://wi.drcedirect.com. 
Select General Information–Documents, Wisconsin Forward 
Exam Spring 2016 for Administration, Test Administration 
Manuals and Guides for Document Type, and click Show 
Documents.

https://dpi.wi.gov/assessment/forward/accommodations
https://wi.drcedirect.com
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Editing a Student’s Accommodations

In eDIRECT, administrators must indicate whether a student will use an accommodation. The student test 
tickets will indicate whether the accommodation is enabled.

Use the Accommodations checkboxes to indicate 
which accommodations the students will require. 

To view or edit a student’s accommodation information, do the following:

1.	 Click the Student link from the Test Setup menu and select your search criteria.

2.	 Click Find Students.

3.	 Click the View/Edit icon ( ) in the Action column for the student whose information you want 
to edit.

4.	 In the Edit Student window, edit the information in the Accommodations tab. 

5.	 Click Save to save your changes or Cancel to cancel your changes.

6.	 After saving your changes, review the Update Report for changes to online accommodations. 
The report may indicate that test tickets need to be reprinted. 
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Editing a Student’s Demographics

To view or edit a student’s demographic information, do the following:

1.	 Click the Student link from the Test Setup menu and select your search criteria.

2.	 Click Find Students.

3.	 Click the View/Edit icon ( ) in the Action column for the student whose information you want 
to edit.

4.	 In the Edit Student window, edit the information in the Demographics tab. 

5.	 Click Save to save your changes or Cancel to cancel your changes.
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Editing a Student’s Testing Codes

To view or edit a student’s test code information, do the following:

1.	 Click the Student link from the Test Setup menu and select your search criteria.

2.	 Click Find Students.

3.	 Click the View/Edit icon ( ) in the Action column for the student whose 
information you want to edit.

4.	 In the Edit Student window, edit the information in the Testing Codes tab. 

	 Note: A student must be placed into a test session before marking any code for the 
content area.

5.	 Click Save to save your changes or Cancel to cancel your changes.
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Viewing a Student’s Test Session Information

To view a student’s Test Sessions, do the following:

1.	 Click the Student link from the Test Setup menu and select your search criteria.

2.	 Click Find Students.

3.	 From the Test Sessions tab, click the Edit/Print Ticket Status icon ( ) in the Action 
column for the student whose information you want to view. The Testing Status window 
displays.

4.	 From the Testing Status window you can print one or more student test tickets in the 
test session.
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Adding a Student to eDIRECT
There are two ways to add students to eDIRECT. The method you use depends on whether you have already 
set up a test session for the student. Use the Add Student window to add a student if you do not have a test 
session set up for the student. If you have a test session set up, see the topic “Adding Students to a Test 
Session” on page 26.

Note: DPI will upload students to eDIRECT for all public (non-Choice) schools. Student data will be 
current as of February 12, 2016.

To add a student to eDIRECT, do the following: 

1.	 Select a district and school from the Manage 
Students page and click the Add Student 
button at the bottom of the page to display the 
Add Student window.

3.	 When you are finished, click Save to save your information and end 
the process, Save & Add Another to save your information and 
continue the process to add another student, or Cancel to cancel the 
process without saving your information.

2.	 Enter or select the necessary 
information in the Student Detail tab to 
add the student.
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Uploading Multiple Students to eDIRECT
To upload multiple student records at once, you can upload a file containing student information to 
eDIRECT–Test Setup. The file must be in the comma‑separated value (.csv) format used by Microsoft 
Excel and the fields in the file must be in specific columns. After a file is uploaded successfully, the students 
will automatically be added to test sessions at their designated school and grade level. 

To create and upload a student file, do the following:

1.	 Select Students from the Test Setup menu to display the Manage 
Students page and select the Upload Multiple Students tab.

2.	 The Upload Multiple Students tab contains 
links to both a sample PDF file that contains 
instructions and a sample .csv file that you can 
use to create the actual file. 

	 Click the Download the File Layout link to save 
or display the WIStudentLayoutFile.pdf file. 

	 This file displays the required layout of the .csv 
file you will upload to DRC with rules, instructions, 
and examples describing how to create and 
format the file.
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Test Setup

Uploading Multiple Students to eDIRECT (cont.)

4.	 Use the WISampleStudentFile.csv file to create, 
rename, and save a student file to upload.

	 Note: Be sure to keep the header column rows 
in the file you upload.

3.	 Click the Sample File link to download or display the 
WISampleStudentFile.csv file. 

	 Notes: 

•	 This file is only a sample of the type of file you will upload to DRC.

•	 Depending on the browser you are using, a dialog box may display 
that you can use to open or download the file.
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Uploading Multiple Students to eDIRECT (cont.)

5.	 After you have created a students file, click 
Browse to locate it, select the file, and 
click Open to display it in the File field of 
the Upload Multiple Students tab.
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Uploading Multiple Students to eDIRECT (cont.)

6.	 Click Upload. A message displays indicating the file has been 
transferred and is being checked for errors. 

7.	 A short time after the file has been validated, you can review its status. 

	 If the file contains errors, a message displays indicating that the file failed 
to upload. You should review the error report and correct any errors. 
Click the error report link to display a file describing the errors.
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Uploading Multiple Students to eDIRECT (cont.)

8.	 When you click the error report link, an Excel Error_Report file displays 
indicating the error(s) that occurred. You can view or print this file to help 
correct the error(s). 

	 After you have edited your upload file, repeat Steps 5–8 until the file 
uploads without error (see Step 9).

9.	 If the file uploads without error, a message displays indicating that the 
upload process was successful. You can click the error report link to 
review the error report and verify the status of the upload.

	 Note: If you upload another student file, the new file will overwrite the 
current version that is uploaded.



Page 23

Test Setup

The Test Sessions Option
From the Test Sessions page, you can view all of the test sessions for a specific district or school. The 
window displays the status of the session—Not Started, In Progress, or Completed.

Status		 Description
Not Started*	 The test session has not started.
In Progress	 The test session is in progress.
Completed**	 The test session is finished. The start time, end time, and length of the test session are also displayed.

*A status of Not Started means that no student in the session has started the test.
**A status of Completed means that all of the students in the session have completed the test. 

To view the status of test sessions, click on the Test Sessions 
link from the Test Setup menu, enter your search criteria, and 
click Show Sessions. The Test Sessions window displays.

Select Test Sessions from the 
Test Setup menu to display the 
Test Sessions page.
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Adding a Test Session
If you want to place students into smaller test sessions, or you need to add a new test session, you can add 
your own test sessions. 

Note: To move students from a large test session to a smaller test session, you’ll must first remove the 
student from the large test session.

To add a test session, do the following:

1.	 Click the Test Sessions link from the Test Setup menu and select a 
district and school (required).

2.	 Scroll to the bottom of the page and click the Add Session button. 

3.	 The Add Test Session window displays. Enter the required information 
(indicated by an asterisk [*] next to the field). The Session Name should 
be descriptive. For example, you might name the session by teacher 
name and classroom period.

	 Note: The Mode, Begin Date, and End Date fields are greyed out 
because you cannot edit these fields.
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Adding a Test Session (cont.)

4.	 Enter any other student search criteria and click Find Students.

5.	 Select a student from the Available Students list. To select multiple students in 
sequence, press the Shift key while you select them. To select multiple students 
that are not in sequence, press the Ctrl key while you select them.

7.	 Use the Add Selected ( ), Remove Selected ( ), Add All ( ), and 
Remove All ( ) icons with the Available Students and Students in Session lists 
to select one or more students to remove from or add to the test session.

8.	 Click Save or Save & Add Another (see “Adding Students to a Test Session” on 
page 38).
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Adding New Students to an Existing Test Session
Students uploaded into eDIRECT by DPI (public non-Choice schools) will automatically be placed in a 
single test session per school/content area/grade.

To add one or more new students (students that are not already in eDIRECT) 
to an existing test session, do the following:

1.	 Select an existing test session for the student’s grade level.

2.	 Double-click the View/Edit icon ( ).

3.	 When the Edit Test Session window 
displays, click New Student.
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Adding New Students to an Existing Test Session (cont.)

4.	 The Add Student window displays. Enter the student’s information 
into the fields on the Student Detail tab.

5.	 Click Save. The student you added is automatically placed in the 
Students in Session list for that test session.

6.	 Click Save again when the Edit Test 
Session window re‑displays.
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Adding New Students to an Existing Test Session (cont.)
You also must add the student to the other tests sessions for any other content areas for which they will test.

To add one or more new students (students that are not already in eDIRECT) to an 
existing test session, do the following::

1.	 Select an existing test session for the student’s grade level.

2.	 Double-click the View/Edit icon ( ) and click Find Students. The student’s name 
displays under Available Status.

3.	 Click on the student’s name to highlight it and click the Add Selected icon ( ) to 
move the student to the Students in Session column.

4.	 Click Save. After the student is added, you can print a test ticket for the student.
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Exporting a Test Session
You can export the details of a test session as an Excel file (.xls) to save, view, edit, or print in a spreadsheet.

To export a test session, do the following:

1.	 Click the Test Sessions link from the Test Setup menu and select your search 
criteria.

2.	 Click Show Sessions.

3.	 Click the Export Details icon ( ) in the Action column for the test session 
that you want to export. The test session details are exported to an Excel file 
(.xls) that you can save, view, edit, or print.

	 Note: Depending on the browser you are using, a dialog box may appear for 
you to use to open or download the file.
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Viewing and Exporting Test Session Status Details
The test session status display provides the following information: each student’s test ticket status; the time 
the student started the test; and the time the student completed the test. You can use this information to 
verify that all of the students in a session have completed their tests.

To view or export the status of a test session, do the following:

1.	 Click the Test Sessions link from the Test Setup menu and select your 
search criteria.

2.	 Click Show Sessions.

3.	 Click the Edit/Print Ticket Status icon ( ) in the Action column for the 
test session details you want to view or export. The details for the test 
session you selected display in the Testing Status window.

You can search for students 
on the Testing Status window 
by Last Name, Status, or 
Status by Module. 

Enter your search criteria or 
select from the drop‑down 
menus. Click Filter to display 
the results or Clear to clear 
your selections.
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Viewing  and Exporting Test Session Status Details (cont.)

4.	 To export one or more test session statuses to a spreadsheet file (.xls) that 
you can save, view, edit, or print, check the Select checkbox next to each test 
session status you want to export and click Export to Excel.
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Copying a Test Session
You can use an existing test session as a template to create a new test session. For example, assume that 
the students in a class originally were going to perform ELA testing. Now, they are going to perform math 
testing. You can make a copy of the ELA test session and edit it to create the new math test session.

To copy a test session, do the following:

1.	 Click the Test Sessions link from the Test 
Setup menu and enter your search criteria.

2.	 Click Show Sessions to display the Testing 
Status window.

3.	 Double-click the Copy Session icon ( ) in 
the Action column for the test session that you 
want to copy. 

4.	 When the Add Test Session window displays, 
enter the appropriate edits for your new test 
session and click Save to save your changes, 
Save & Add Another to save your changes 
and add another test session, or Cancel to 
cancel your changes.
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Printing Test Tickets and Rosters
You can print test tickets for the students in a test session. You can print all of the tickets for all of the 
students in a session, or you can select specific students and print their tickets. You must have a student 
test ticket for each section of the test: three tickets per ELA assessment and two tickets for Mathematics, 
Science, and Social Studies assessments.

To print test tickets for the students in a test session, do the following:

1.	 Click the Test Sessions link from the Test Setup menu. when the Test 
Sessions page displays, select your search criteria.

2.	 Click Show Sessions. From the Sessions tab you can print all of the 
tickets in the test session or selected tickets.
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Printing Test Tickets and Rosters (cont.)

Note: You can search for students 
on the Testing Status window by Last 
Name, Status, or Status by Module. 

To search, enter your search criteria 
or select from the drop‑down menus. 
Then, click Filter to display the results 
or Clear to clear your selections.

3.	 To print all of the tickets for the test, session, click the Print All Tickets icon ( ) 
in the Action column for the test session for which you want to print tickets. 

	 Note: A set of tickets will print for each part of the test.

	 A Portable Document Format (.pdf) version of the Student Test Session Ticket 
displays that you can view, save, and print.

4.	 To print selected test tickets, click the Edit/Print Ticket 
Status icon ( ) in the Action column for the test 
session you want. The Testing Status window displays.

	 In the Testing Status window, select one or more 
students by clicking the checkbox next to their name in 
the Select column. Then, click Print Selected.



Occasionally, students click the green Begin the Test button at the end of 
the test directions before the Proctor tells them to do so. Afterwards, many 
students accidentally end their test. After a test is ended, the student cannot 
log back into the test. In certain circumstances, a DAC may unlock a test.

 Important: A student test with a status of Completed may be unlocked 
(reopened) by the DAC if all three of the following conditions are met:

1.	 When the DAC hovers the mouse over the Completed status in 
eDIRECT on the Test Sessions tab of the Edit Student window (see 
below), the number of items the student attempted displays.

2.	 The number of items the student attempted is two or less.

3.	 The duration of the test is two minutes or less.

n	 Unlocking a 
Student’s Test 
Ticket
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Unlocking a Student’s Test Ticket (cont.)
DACs have been granted the eDIRECT Test Tickets–Unlock permission to unlock test tickets. This 
permission allows an eDIRECT user to re-open a test session for a student who was locked out before 
completing the session. The student is able to log in to the session using the same test ticket. 

To unlock a test ticket, do the following:

1.	 Click the Students link from the Test Setup menu.

2.	 From the Manage Students page, enter the student’s 
State Student ID in the State Student ID field.

3.	 Click the Find Students button.

4.	 When the student list displays, select the student by 
clicking the View/Edit icon ( ).
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5.	 From the Edit Student page, select the Test Sessions 
tab and click the Unlock icon ( ) for the test session 
that needs to be unlocked. 

6.	 The confirm Unlock dialog box displays. 
Click Unlock to unlock the session or 
Cancel to cancel the process.

Unlocking a Student’s Test Ticket (cont.)
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Regenerating a Student’s Test Ticket
You must regenerate a test ticket for a student if the student should have an online accommodation and 
began the test without one. Within eDIRECT you can regenerate a test tickets from the Testing Status 
window or the Edit Student window. Assign the accommodation, regenerate the test ticket, and confirm that 
the online accommodation appears on the student’s test ticket.

Note: Regenerating a student’s test ticket deletes the student’s previous responses.

To regenerate a student’s test ticket from the Testing Status window, do the 
following:

1.	 Click on the Test Sessions link from the Test Setup menu and enter your 
search criteria.

2.	 Click the Show Sessions button.

3.	 Click the Edit/Print Ticket Status icon ( ) in the Action column for the 
student’s test session. 

4.	 The Testing Status window displays. Click the Regenerate icon ( ) for 
the student whose test ticket you want to regenerate.
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eheyer
Cross-Out

eheyer
Inserted Text
If a student should have an online accommodation (such as TTS) and starts the test without the accommodation assigned in eDIRECT, the accommodation will need to be assigned and the test will need to be regenerated. Regenerating deletes all previous responses and will assign a new password. If a student starts a test and discovers the accommodation is missing, the proctor should direct the student to END the test (NOT pause and exit). 

Important: A test that has been started without online accommodations may be regenerated by the DAC if all three of the following conditions are met: 
1. When the DAC hovers the mouse over the Completed status in eDIRECT on the Test Sessions tab of the Edit Student window (see below), the number of items the student attempted displays (Note: The Proctor must have directed the student to end the test in order for the status to show, “Completed.” If the test status still says, “In Progress,” the DAC cannot regenerate the test). 
2. The number of items the student attempted is two or less. 
3. The duration of the test is two minutes or less.
If these conditions are not met, the DAC should contact DPI for regeneration guidance. 

[Begin the next text ("Within eDIRECT you can....") in a new paragraph. 




Regenerating a Student’s Test Ticket (cont.)

5.	 When the Confirm Regenerate dialog box displays, click Regenerate Test Ticket 
to regenerate the student’s test ticket or Cancel to cancel the process.
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Regenerating a Student’s Test Ticket (cont.)

To regenerate a student’s test ticket from the Edit Student window, do the 
following:

1.	 Click on the Students link from the Test Setup menu, enter your search 
criteria on the Manage Students window, and click Find Students.

2.	 Click the View/Edit ( ) icon for the student.

3.	 The Edit Student window displays. Click the Regenerate icon ( ) for 
the student whose test ticket you want to regenerate.
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Regenerating a Student’s Test Ticket (cont.)

4.	 When the Confirm Regenerate dialog box displays, click 
Regenerate Test Ticket to regenerate the student’s test 
ticket or Cancel to cancel the process.
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Within eDIRECT, a DAC can transfer students between schools within 
a district. A DAC must contact the WI Help Desk to transfer students 
between districts.

To transfer a student within a district, the DAC does the following:

1.	 In eDIRECT, select Test Setup–Students, enter search criteria, and 
click Find Students to search for the student.

2.	 From the student list that displays, select the View/Edit icon ( ) in 
the Action column. 

3.	 From the Edit Student window that displays, select the Test Sessions 
tab.

4.	 Remove the student from any test sessions that have a status of Not 
Started (see "Adding a Test Session" on page 24 for instructions on 
removing a student from a test session). 

5.	 Return to the Edit Student window.

	 Hint: You can double‑click on the student’s name in the Edit Test 
Session window. 

6.	 Select the Student Detail tab and choose the new school from the 
School drop‑down menu. 

7.	 Save the changes by clicking Save at the bottom of the Edit Student 
window. 

	 All of the student information (including tests that have already been 
completed and assigned accommodations) will move with the student 
to the new school. The student will need to be placed in test sessions 
for any tests that are not started at the new school. 

To transfer a student from one district to another, the DAC from 
the receiving district should contact the WI Help Desk at 800‑459‑6530 
with the following information about the student:

•	 State Student ID

•	 Grade 

•	 Receiving District

•	 Receiving School

All student information (including tests that have already been completed 
and assigned accommodations) will move with the student to the new 
district and school. The student will need to be placed in test sessions for 
any tests not started in the new school. 

Note: Options are available for transferring ten students or more at a time. 
Please contact the WI Help Desk at 800–459–6530 for more information.

n	 Transferring 
Students

	 Transferring 
Students Within 
a District

	 Transferring 
Students 
Between 
Districts
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The Reports Menu
From the Reports menu, eDIRECT users can access status reports. You can hover your mouse over a 
completed test to display information about the student testing, such as number of questions attempted.

1.	 Select Status Reports from the 
Reports menu to display status reports 
that track testing activity for a test 
administration in a particular district 
and school.

2.	 Hover your mouse over a completed test to 
see the date and time the test was started and 
completed, as well as the number of questions 
the student attempted to answer out of the total 
number of questions.
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Status Reports
eDIRECT users can use its status reports to track testing activity for a test administration in a particular 
district and school. During testing, these reports are updated daily at the end of each testing day.

Note: The Daily Cumulative Student Status Report is updated in real time.

To display a status report, select Status 
Reports from the Reports menu and click 
on the Action icon ( ) next to the report 
you want to display.
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Additional Materials
Use the Additional Materials option to order printed Braille materials. The District Assessment Coordinator 
(DAC) should request printed Braille materials through eDIRECT. 

1.	 To order printed Braille materials, select Additional 
Materials from the Materials menu. The Search 
Additional Materials window displays.

2.	 To place a new order, select an Administration 
and District, and click Add Order.
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Additional Materials (cont.)

3.	 In the order tables, enter material counts for the 
printed Braille materials the district requires. 

4.	 Select the Notes tab and click Add 
Note to add a note indicating the 
date on which you intend to begin 
Braille Testing.

	 Note: If you click Cancel, you will 
return to the Search Additional 
Materials window.
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Additional Materials (cont.)

7.	 When you are finished, click Submit to submit 
the order or Cancel to cancel the process.

5.	 To add a note, enter your user initials, a 
short description and a long description, 
and click Save (or Cancel) to return to 
the Notes tab.

6.	 From the Notes tab, click Add Note to 
return to the Additional Materials Entry 
window.
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Additional Materials (cont.)

8.	 To edit or delete an existing order, select an Administration and click Find Orders. In the 
Action column, click the View/Edit icon ( ) to display an order or the Delete icon ( ) to 
delete an order. You can only update orders that have a status of Submitted. If the order 
status is Under Review, Pending, or Completed, you must place a new order. 

	 Note: If you need to update an order after it has a status of Under Review, Pending, or 
Completed, please contact DRC Customer Service at WIHelpDesk@datarecognitioncorp.
com or 1-800-459-6530.

mailto:WIHelpDesk%40datarecognitioncorp.com?subject=
mailto:WIHelpDesk%40datarecognitioncorp.com?subject=
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